
Search for a Vendor ID in FI$Cal 

Step Action 

 Scenario 1: Have Vendor Viewer Role in FI$Cal 

1 Log in to FI$Cal 

2 Click “Main Menu” 

3 Click “Vendors” 

4 Click “Vendor Information” 

5 Click “Add/Update” 

6 Click “Review Vendors”  

 
7 Click on the Name field drop down menu and change to “Contains” 

 
8 Enter as much of the Vendor information you have 



9 Click “Search” 
 

 
 

10 Search Results will populate 

 



11 Look at address and Click on “Additional Vendor Info” tab to ensure you are 
selecting the correct Vendor 
 

 

12 Ensure the Vendor status is “Approved” 
 

 



13 Copy the Vendor ID  

 
 

14 If your Vendor cannot be found, the individual(s) in your department that have the 
FI$Cal Vendor Processor role will need to enter the Vendor information and scan 
and attach the signed Std. 204 inside the FI$Cal system. 
 
For questions on how to add a vendor, please contact the FI$Cal Service Center 
fiscalservicecenter@fiscal.ca.gov. 

 Scenario 2: Do not have the Vendor Viewer Role in FI$Cal 

1 Log in to FI$Cal 

2 Click “Main Menu” 

3 Click “FI$Cal SCPRS” 

4 Click “FI$Cal SCPRS Data Entry” 

 

mailto:fiscalservicecenter@fiscal.ca.gov


5 Click “Add a New Value” tab 

 
6 Enter your 4-digit Business Unit and make up any document number 

7 Click “Add” 

  



8 Click Vendor ID look up button 

 
  



9 Change the Name 1 field drop down to “contains” and enter the name of your 
Vendor 

 
10 Click “Look Up” button 

11 Note the Vendor ID and copy it down 
 
If your Vendor cannot be found, the individual(s) in your department that have the 
FI$Cal Vendor Processor role will need to enter the Vendor information and scan 
and attach the signed Std. 204 inside the FI$Cal system. 
 
For questions on how to add a vendor, please contact the FI$Cal Service Center 
fiscalservicecenter@fiscal.ca.gov. 

12 Close out of this screen, and do not save 
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